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1. PURPGCSE AND SCOPE. To define the role of the Case Managenent
Coordi nator, including major duties and responsibilities, job
controls, work environnment, and supervisory responsibilities.

2. PROGRAM OBJECTIVE. The expected result of this programis:

The duties and responsibilities of the Case Managenent
Coordi nator will be clearly defined.

3. DI RECTI VE RESCI NDED

PS 3510. 06 Case Managenent Coordi nator, Rol e of
(06/ 16/ 93)

4. STANDARDS REFERENCED. None.

5. PROCEDURES. Each institution has a Case Managenent

Coordi nator position. Position descriptions shall incorporate
the duties and responsibilities outlined in the Case Managenent
Coor di nator Position Description (Attachnment A).

6. PRETRI AL/ HO_.DOVER PROCEDURES. The requirenents and
procedures contained in this Program Statenent al so apply to
institutions and staff who nmanage pretrial and hol dover inmates.

\ s\
Kat hl een M Hawk
Di rector



PS 3510. 08
June 16, 1997
Attachment A, Page 1

Case Managenent Coor di nat or
Position Description - (Qutline)

| . | nt roducti on

The Case Managenent Coordi nator (CMC) shall be supervised by the
Associ ate Warden (or Assistant Canp Superintendent where
applicable). As a manager, the CMC assists other departnment
heads and nenbers of the adm nistration relative to correctional
prograns issues, serves correctional prograns |line staff as an
expert in correctional prograns policy, and is a resource person
when addressing i nmate program i ssues.

1. Maj or Duties and Responsibilities

A Fornmul ates Institution Supplenents to ensure Bureau of
Pri sons case managenent policy is properly inplenented at the
institution level. |Inplenents Bureau case nanagenent policy at

the institution | evel by establishing | ocal procedures and
conducting training for staff.

B. Provi des technical assistance and serves as a case
managenent resource person for institution and regional office
correctional prograns staff as well as the institution's
adm ni stration.

C. Conducts bi-weekly (once every two weeks) neetings with
case nmanagers as a group and at l|least nonthly neetings with unit
support staff. Meeting topics shall include discussion of new
Program St at enments and Operati ons Menoranda, Program Revi ew
trends, and concerns of other departnments and the institution's
admnistration. Training relative to newy inplenented policies
or refresher training with a focus on |ong-standing directives is
appropriate at these neetings. Case Managers are to share in
training presentations when qualified to do so. Mnutes are to
be prepared and forwarded to the Regional Ofice Correctional
Progranms section. The mnutes shall be maintained by the CMC for
two years.

D. Functions as an institution departnment head and serves
on rotation as the institution staff Duty Oficer with all the
responsibilities incunbent to that assignnment. Attends Warden's
department head neeti ngs.

E. Vouchers institution case nmanager candi dates when
call ed upon to do so. Vouchers outside applicants and those from
other facilities for |ocal case nmanagenent vacanci es.

F. Provides at |east on a quarterly basis to the Unit
Manager/ Rating O ficial witten information regarding the Case
Managers' performance. Such information shall be in nmenmorandum
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format and will ordinarily be incorporated into the final
performance evaluation. CMC information regarding Case Manager
performance deened to be inaccurate or otherw se inappropriate
for any reason by the Unit Manager/Rating O ficial shall be
referred to the Reviewing Oficial for resolution. CMC

i nformati on regardi ng Case Manager performance shall address, but
is not limted to:

# Elenment #2: Perforns Professional Duties;
# Elenment #3: Conmmuni cates; and
# Elenment #4: Maintains and Provides Experti se.

The Case Managenent Coordi nator is encouraged to provide
frequent and constructive information regardi ng Case Manager
performance. The Unit Manager/Rating O ficial, shall discuss al
performance log information wth the affected Case Manager that
is based in-part or fully upon information provided by the Case
Managenent Coor di nat or.

G Serves as coordinator for, and liaison with, the U S.
Parol e Comm ssion, U.S. Probation and Pretrial Services, and the
Federal Courts.

H. Wrks as a part of the institution admnistration to
devel op plans, policies and procedures for institution nanagenent
and further assists with progranf service eval uations.

l. Adm ni sters, manages and controls the I nmate Rel ease
Cost Center.

J. Serves as the adm nistrator of the Central |Inmate
Monitoring programat the institution level, providing review,
direction and technical expertise to ensure proper application of
policy. Serves as the institution coordinator for Wtness
Security cases. Serves as a resource expert for the Central
| nmate Monitoring certification process. Provides training and
oversight for the proper operation of the institution screening
site and Locator Center.

K. Provi des technical assistance and training to
Correctional Prograns staff regarding Comunity Corrections
Centers as they relate to the institution and serves as the
primary contact person for Comunity Corrections Managers.

L. Provides quality control for official correspondence
prepared for the Warden's signature by case managenent staff
i ncl udi ng correspondence prepared for the Canp Adm nistrator's
signature relating to case managenent issues, even though, in
sone cases, the Warden may have del egat ed deci si on maki ng
authority to the Canp Adm ni strator.
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M Attends all unit classification teans at | east every
six nmonths to ensure they are conducted properly and effectively.
As the technical expert in the area of case managenent, the CMC
shal |l ensure team neetings are conducted in accordance with the
Program St atenent on C assification and Program Revi ew of
| nmat es.

N. Monitors the Victini Wtness Notification and the
Fi nanci al Responsibility prograns to ensure policy conpliance.

O Participates in Operational Reviews of Correctional
Prograns to assess the effectiveness, efficiency and | evel of
policy conpliance at the institution, and reports findings to the
Warden or Superintendent through the AWP) or Assistant Canp
Superi nt endent .

P. Assi sts in conducting Program Revi ews at ot her
facilities when nom nated by supervisors and schedul ed by Program
Revi ew Di vi sion staff.

- Q Devel ops personal tracking systens or designs persona
audit systens to identify and rectify weaknesses or program
deficiencies so problens are resol ved and do not recur.

R. Serves as a nentor for case managenent staff as well as
other staff interested in career devel opnent in the case
managenment area. Acts as a nentor for the Case Managenent Cross
Devel opnment Series course offered through the Enpl oyee
Devel opnent depart nent.

S. Advi ses and assists the adm nistration with popul ati on
managenent concerns. Ensures that only appropriate security
| evel inmates are assigned to the institution. Monitors and
anal yzes daily population information and projections (SENTRY
POPULATI ON REPORT/ PENDI NG DESI GNATI ONS AND REDESI GNATI ONS), and
advi ses the admi nistration of |ocal and national popul ation
i ssues and concerns.

T. Perforns other duties as assigned by the Warden and
Associ ate Warden (Prograns) which are consistent with primry
case managenent functions, i.e., serving as AWP), Assistant

Superintendent or Executive Assistant in an acting capacity.

[11. Job Controls

The Case Managenent Coordinator is directly supervised by the
Associ ate Warden (Prograns) or Assistant Canp Superintendent, who
shall ensure that the position's duties and responsibilities are
bei ng adequately perfornmed. Cenerally, supervision will be such
that the incunbent perforns i ndependently based upon the
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experience, responsibility and technical know edge required for
selection to the position. The incunbent nust denonstrate sound
judgenent, ability and initiative.

V. Work Environnment

This position's duties require frequent direct contact with

i nmat es who are suspected or convicted of offenses in violation
of the crimnal laws of the United States. Daily stress and
exposure to potentially dangerous situations, such as physi cal
attack, are an inherent part of this position. Consequently, it
has been designated as a | aw enforcenent position. Accordingly,
the incunbent is covered under the special retirenment provisions
for I aw enforcenment officers contained in Chapters 83 and 84 of
Title 5, United States Code.

V. Supervi sory Responsibilities

Staffing guidelines recommend that institutions with nore than
750 inmates are appropriate for an assistant CMC position. Wen
there is an assistant or a CMC secretary, the CMC shall supervise
t he individual assigned to that position.

VI. Oher
The Case Managenent Coordi nator nust have broad experience,

knowl edge and an ability to organize and plan in order to
acconplish the above duti es.



